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1. PURPCSE

The purpose of this Marshall Work Instruction (MN¥) is to

i npl enent instructions pertaining to equi pnent accountability
and control at Marshall Space Flight Center (MSFC)

2. APPLICABILITY

The provisions of this MAN are applicable to all personnel who
utilize Installation-provided property and/or are engaged in
equi pnent accountability within MSFC, including onsite and near-
site civil service and contractor personnel when contractually
specified. Boeing, Qutsourcing Desktop Initiative for NASA
(CDIN), Pr1SMs, and CSCC are onsite or near-site accountable
contractors. These contractors have separate procedures
governing the control of Governnment property as specified in
their contract and are required to conply with provisions of the
Federal Acquisition Regulation (FAR 45.5).

3. APPLI CABLE DOCUMENTS

3.1 FAR 45.5, “Federal Acquisition Regulation”

3.2 NPG 1441.1, “NASA Records Retention Schedul es”

3.3 NPG 4200.1, “NASA Equi pnrent Managenent Manual”

3.4 NPG 4200. 2, “Equi pnrent Managenent Mnual for Property
Cust odi ans”

3.5 NPD 4200.1, “Equi pnrent Managenent”
3.6 MPG 4000.1, “Control of Custoner-Supplied Product”

3.7 WMPG 8730.5, “Control of Inspection, Measuring, and Test
Equi pnent”

3.8 MW 4300.1, “Disposal Turn-Ins/Reutilization Screening”
3.9 MAN 4500.1, “Supply Managenent: Storage and |ssue”
4. REFERENCES

None
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5. DEFI N TI ONS
5.1 Definitions:

5.1.1 Accountable Organi zation. Organization responsible and
user of NASA Equi pnent Managenent System (NEMS) equi pnent.

5.1.2 Borrows. Termused to differentiate internal | oans
bet ween users at the sane Center or between Centers from
external | oans within NEMS operations.

5.1.3 Canni balization. The renoval of serviceable parts,
conponents, or assenblies froman item of equi pnent to be used
as replacenent parts in other equipnent or to fabricate another
item

5.1.4 Capital Equipnent. An item of equipnment with an
acqui sition cost of $100,000 or nore that has an estimated
service life of 2 years or nore, wll not be consuned in an
experinment, and nost generally wll be identified as an

i ndependently operable item

5.1.5 Controlled Equi pnent. Al equipnment with an acquisition
cost of $1,000 or nore, has an estimated service life of 2 years
or nore, will not be consuned or expended in an experinent, and
selected itens of equipnent with an acquisition cost of nore

t han $500 that are designated and identified as sensitive by the
Center.

5.1.6 Equi pnent Control. The mai ntenance of records or
docunents of equi pnment transactions that provide information
such as itemidentification nunber, description, and current
physi cal | ocation.

5.1.7 Equi pnent Control Nunber. The identification nunber
assigned and affixed to each item of equi pnment for contro
pur poses by a tag or decal nunber.

5.1.8 Found on Station. A termused to describe found
Governnent property that neets the control criteria but has
erroneously not been entered into the Center’s equi pnent
records.

5.1.9 Inventory Contractor. Contractor responsible for
perform ng physical inventory at MSFC.
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5.1.10 Leased Equi prent. Equi pnent that has been conveyed by
or to MSFC by contract for a certain tine period in
consi deration of paynment of a rental fee.

5.1.11 Loaned Equi pnment. Equipnent in tenporary use by other than
t he account abl e organi zati on.

5.1.12 Ogani zational Property Manager (OPM. An individual
organi zational ly responsi ble for providing property oversight to
organi zati onal users on all property related issues. This

i ndi vi dual may be del egated signature approval authority by the
departnent/of fi ce manager

5.1.13 Personal Property. Property of any kind, including
equi prent, materials, and supplies, but excluding real property.

5.1.14 Property Support Assistant (PSA). An individual who
adm ni stratively supports OPMs and equi pnent users.

5.1.15 Real Property Oficer. Responsible for the Center’s real
property (buildings and | and).

5.1.16 Sensitive Item An itemof equipnent that, due to its
pilferable nature or the possibility of it being a hazard, requires
a stringent degree of control. A sensitive itemcan be capital or
noncapi tal equipnent. GCenerally, sensitive itens are controlled at
an acqui sition cost of $500 or nore. (See Appendix A — Sensitive
ltens List.)

5.1.17 Survey Report. A report of admnistrative action taken to
investigate and review the | oss, damage, or destruction of
Governnent property and to assenble pertinent facts and determ ne
the extent of such | oss, damage, or destruction.

5.1.18 User. Individual physically signed for a piece of
equi pnment .

5.2 Acronyns:
5.2.1 4-HELP. One Stop Service.
5.2.2 ADP. Automated Data Processing.

5.2.3 CD. Conpact Disc.

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives.htm
VERI FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE



Marshall Work I nstruction
ADO1

Equi prrent Contr ol MA 4200. 1 Revision: A

Date: April 18, 2001 Page 6 of 27

5.2.4 CFO. Chief Financial Oficer.

5.2.5 CO Chief Information Oficer.

Docunent Control Nunber.

Equi pnrent Control Nunber.

5.2.8 FSC. Federal Supply dassification Code.
5.2.9 GFE. Governnent Furni shed Equi prent.
5.2.10 AW In Accordance Wth.

5.2.11 |IG Inspector General.

5.2.12 |1PO Industrial Property Oficer.
5.2.13 [ISC. Institutional Support Contractor.
5.2.14 NENMS. NASA Equi pnent Managenent System
5.2.15 NSM5. NASA Supply Managenent System

5.2.16 ODIN. CQutsourcing Desktop Initiative for NASA.
5.2.17 OPM Organizational Property Manager.

5.2.18 PMG Property Managenent G oup.

5.2.19 PSA Property Support Assistant.

5.2.20 RA. Report of Incident.

5.2.21 SEMO.  Supply and Equi prent Managenent O ficer.
6. | NSTRUCTI ONS

The PSA shall advi se equi pnent users of export requirenments for
any itenms that are being renoved fromthe United States.

Thr oughout this MAN whenever the Actionee is “Departnent/ O fice
Manager” the OPM may performthe action for the departnent
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/of fice manager, unless specifically prohibited (i.e., Section
6. 16, Survey Reports).

Acti onee Acti on
6.1 Recei pt of Equi prent
| SC 6.1.1 Revi ews undamaged property and

docunentation to determne if
equi pnent neets controlled criteria.

6.1.2 If itemnmeets controlled criteria,
af fi xes NEM5S tag (ECN) and updat es
equi prent control register (wth al
data in NPG 4200. 1, paragraph
3.2.4).

6.1.3 If itemis determned to be
noncontrol | ed equi prent, affixes
NASA Form 1517 ( NASA owner ship
“silver bullet”).

6.1.4 Equi prent cl assifier obtains user
identification and information. |If
user identification and information
are not obtainable, the property is
assigned to the appropriate OPMin
NEMS “user” field. Wen NEMS “user”
field value is defaulted to the OPM
NEMS control shall follow through
with the OPMto identify the actua
NEMS “user” and update field as
required.

6.1.5 Confirns and records on face of the
acqui sition docunentation the
manuf acturer, nodel nunber, serial
nunber, year manufactured, FSC, item
nane, ECN, and cost. Establishes
NEMS r ecor d.

6.1.6 Sends one copy of NEMS record to CFO
and one copy to the Procurenent
Ofice, initiating resources; sends
two copies with MSFC Form 35 to
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PMG 6.2.1

| SC 6.2.2

Distribution for delivery; and

pl aces one copy of entire package in
DCN master file. (If package is
conpl ete, places in receiving naster
file; if package is partially
conplete, returns to receiving
mast er suspense file.)

NEMS control perforns and signifies
a quality check on all docunentation
prior to CD processing.

Stages for distribution and
delivery. Delivers equipnent.

Attains user signature on delivery
docunent ati on and NASA Form 1602.

Adds docunentation “page __ of ”

to all documents in the package.

Records ECN assignnent in the ECN
register (for controlled equi pnent
only). Includes date assigned, item
nanme, DCN, and remarks, if
appl i cable. Mkes necessary copies
for CD and Managenent Support G oup.

| f manufacturer identification and
brand nane identification are
different, adds both into | ocal data
field in NEMS.

Annual Wal k- Thr ough of Equi pnent

SEMO det ermi nes schedul e and i ssues
letter to departnent or office
managers to informthem of wal k-

t hrough requirenents and conpl etion
date. (The SEMOw Il normally
issue the letter around the first
quarter of the cal endar year.)

NEMS control produces listings of
appl i cabl e control |l ed equi pnent for
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Depart ment /
Ofice
Manager /
PSA

PSA

Depart ment /
Ofice
Manager

PSA

6. 2.

6.2.3.1

6. 2.

6. 2.

6. 2.

3

4

5

6

attachnment to the SEMO | etter (see
6.2.1). PSA will contact the OPMto
schedul e tine for wal k-through.

Conducts wal k-t hrough i nspecti on.
Reconmends participants in addition
to the Departnment or O fice Manager
and PSA, includes the OPM and
appropriate group and/or team | eads.
As a m ninmum the wal k-through w ||
be used to identify:

* |nactive/underutilized equi pnent
* Unassi gned equi pnent
* Equi prent no | onger required

e Equi pnent which is not being
mai nt ai ned

e That equi pnment is properly
categorized and calibrated in
accordance with MPG 8730. 5.

e Any controlled equipnent that is
not tagged.

The departnent or office manager
shoul d al so use this opportunity to
review material issues to include
condition and status of bench stock
in accordance with MAW' 4500. 1.

Prepares the draft attachnment from
the SEMO |l etter to docunent the
results of the wal k-through and
provi des to departnent or office
manager within 10 days of conpletion
of the wal k-t hrough.

Signs official walk-through response
to SEMO. (A sanple cover nenorandum
will be provided to assi st

adm nistrative officers in preparing
t he cover nenorandun).

Acconplishes all actions identified

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm

VER FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE




Marshall Work I nstruction

ADO1

Equi prrent Contr ol

MAI 4200. 1 Revision: A

Dat e:

April 18, 2001 Page 10 of 27

OPM 6.2.7

PMG 6.2.8

6.3

6.3.1

6.3.1.1

as a result of the wal k-through and
reports conpletion to PMG

Ensures that all actions identified

as a result of the wal k-through are

acconpl i shed and the official walk-

t hrough response letter is forwarded
to the SEMO

The SEMO prepares a conprehensive
report annually for the Center
Director describing the previous

cal endar year's wal k-t hrough program
and results in accordance with NPD
4200. 1.

Tenmporary Myvenent of Equi pnent

MSFC st ocks hand-receipts to
facilitate record keepi ng of

equi pnent that is tenporarily noved.
Hand-recei pts are used as docunent ed
proof that accountability has been
transferred. Hand-receipt usage is
hi ghly recommended whenever property
is |loaned for short durations to
anot her enpl oyee, sent out for
repair, sent out for calibration,
etc. Contact your PSA for
assistance. |If tenporarily assigned
equi pnent becones | ost or m ssing,
MSFC s Property Survey Board wil |
revi ew transfer docunentation before
det erm ni ng negl i gence.

Equi prent may be noved or | oaned

wi thin MSFC for |ess than a 30-day
period. Users signed for the

equi prent have assumed responsibility
for stewardship of said equi pnent and
shoul d have docunented proof of

equi pnent novenent .
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User

6.3.1.2

Equi prent may be noved or | oaned

wi thin MSFC for greater than 30 days.
Users who have signed for the

equi prent have assumed responsibility
for stewardship of said equipnent,
and in addition to having docunent ed
proof of equi pnent novenent, shoul d
report any changes of status,

| ocation, or user to the PSA in order
to update the equi pnent status in
NEMS.

Transfer of Equi pnent

Thi s process includes scope of work
as defi ned:

Borrowin or Borrow out: Tenporary
| oan to ot her NASA Centers.

Transfer-in and Transfer-out:

Per manent transfer (including
accountability and ownership) of
equi pnment wi t hin NASA or outside of
t he Agency.

Transfer-in or Transfer-out to
Governnent contractors: Tenporary
transfer (including accountability,
but not ownership) of equi pnent
out si de NASA (GFE only).

Est abl i shes requirenment for borrow or
transfer action and identifies
equi pnent invol ved.

Determ nes action to be taken.
Action to be taken is defined as:

a. determning the applicable
borrow transfer process destination

b. point of contact

c. length of time (borrow only)
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d. obtains approval for specific
equi prent (flight sensitive, program
critical hardware, etc.).

6.4.2.2 Initiates shipping request for al
borrow out or transfer-out actions.

6.4.2.3 Notifies PSA when borrowed-in or
transferred-in equi pnent is delivered
and has not gone through a SEMO>
approved receiving point.

| SC 6.4.3 Process itens brought through MSFC
SEMO- appr oved receiving point,
utilizing shipping docunents from
transferring activity.

6.4.3.1 Borrowin/ Transfer-in actions:
Coordi nates with the PSA for DCN
assi gnment and required NEMS dat a;
updat es NEMS; delivers to user;
obtai ns recei pt signature and si gned
Form 1602; and finalizes updates to
t he NEMS dat abase.

6.4.3.2 Borr ow out/ Tr ansf er - out :

a. Forwards shipping docunent to
transportation if transportation is
required

b. Retains shipping docunent if
transportation is not required

6.4.3.3 Updat es NEMS and est abl i shes suspense
record for borrows only.

6.4.3.4 Provi des copy of docunmentation on
transfer in/fout to CFOif val ue of
itemis $100, 000 or nore.

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives.htm
VERI FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE



Marshall Work I nstruction

ADO1
Equi prrent Contr ol MA 4200. 1 Revision: A
Date: April 18, 2001 Page 13 of 27
6.4.3.5 Monitors NEMS central transfer file
and suspense file on a nonthly basis.
6.5 Canni bal i zati on/ Modi fi cati on of
Equi pnent
User 6.5.1 Det erm nes requirenment for
canni bal i zati on/ nodi fi cati on.
Initiates NASA Form 1617. (Obtains
departnment or office manager approval
and coordinates with PSA for
finalization of the docunent.
| SC 6.5.2 Processes NASA Form 1617 and assi gns
DCN. |1 SC NEMS control performs fina
review and submts to SEMO
PMG 6.5.3 SEMO revi ews and approves/ di sapproves
NASA Form 1617 and returns formto
| SC.
| SC 6.5.4 Notifies user of approval/di sapproval
of request.
6.5.4.1 Compl et es processi ng of docunents.
6.5.4.2 Canni bal i zati on: Renpbves NEMS t ag
and affixes NASA Form 1517, updates
NEMS, and initiates turn-in action
for any residual conponents if
applicable by notifying 4-HELP (see
MA 4300.1).
6.5.4.3 Modi fication: Applies or renpves
NEVS tags as appropriate and updates
NEMS.
6.6 Cust odi al Storage
User 6.6.1 Notifies PSA of custodial storage
requi renents.
| SC 6.6.2 Val i dat es space availability,

transportation, and storage
requi renents; informs user
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Depart ment /
Ofice
Manager

| SC

Civil Service
or Badged
Contract or
Enpl oyee

6.7

6.7.1

Prepares custodi al storage docunent
and forwards to departnment nanager
for review and approval .

Verifies justification, approves,
signs, and returns docunent to the
PSA.

Recei ves approved docunentation from
departnent/of fi ce manager and
arranges for pickup and delivery.

Stores and forwards | ocation to NEMS
control on approved docunentati on.
(War ehousi ng)

Updat es NEMS data base. (NEMVS
Control G oup)

Takes action annually to revalidate
the retention, returns property to
user, or processes for disposition.
Updat es NEMS data base accordingly.
Prior to the anniversary date of
storage, NEMS produces advance
notification of pending storage
expirationin order for 1SC to
coordinate with user on extension or
turn-in.

Enpl oyee C earance t hrough PMG

Coor di nates through Human Resources
for preparation of Enployee C earance
forms, MSFC Forns 383 or 383-1.

| ndi vi dual clears through I SC
Contractor and MSFC Protective

Servi ces Departnent.

Note: Al property matters shall be
identified and resolved at | east one
week prior to clearing the Center

This requirenent includes all
personal property including
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equi pnrent, laundry, clothing, and
passports.

6.7.1.1 Ensures assi gned property has been
reassi gned to new user. Coordi nates
reassi gnnment of property to a new
user with OPM of owni ng organi zati on.

| SC 6.7.2 Ensures that signed Form 1602s are
executed to transfer user
accountability. Notifies NEMS
control that Form 1602s have been
signed and that the NEMS user table
has been updat ed.

6.7.2.1 Queries NEMS, validates outstanding
hand-recei pts have been cl eared, and
col l ects individual’s passport (turns
it over to Traffic Managenent) when

t hey cl ear.
6.7.2.2 Provi des PMG with individual’s nane
and organi zati onal code.
PMG 6.7.2.3 Updat es NEMS and NSMS to del ete
cl eared individual’s account.
6.8 Experi nment al / Fabri cat ed Equi prment
User 6.8.1 Initiates NASA Form 1617 and subnits

to ISC in accordance with NPD 4200. 1.
A fabricated item nust become stable
in configuration before being

consi dered control |l ed equi pnent.

| SC 6.8.2 Revi ews and validates information on
the formand obtains all necessary
approval s in accordance with NPD
4200.1 and NPG 4200. 2.

6.8.2.1 Tags equi pnent and updat es NEMS dat a
base.
6.8.2.2 Forwar ds copy of conpl eted

docunentation to CFO
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6.9

User/ 6.9.1

| nventory

Cont ract or

| SC 6.9.2
6.9.2
6.9.2
6.9.2
6.9.3
6.9.4
6.9.5
6. 10

User 6.10.1

| SC 6.10. 2

Real Property 6.10.3

Equi prent Found On Station

| dentifies equi pnment that may neet
criteria for control and notifies OPM
and PSA or NEMS control.

| nvestigates incident to determ ne
ci rcunstances of receipt:

| f equipment is determ ned not to be
control |l ed, affixes NASA Form 1517.

| f equipment is determned to be
controlled, affixes NEMS tag and
prepares and processes NASA Forns
1618 and 1602.

Updat es NEMS data base and forwards
copy of docunentation to CFO

Checks docunentation for conpletion
and accuracy.

Accurately processes receipts and
docunentation in accordance with tine
standards established by PMG

| f equipment is determ ned not to be
Governnment property, notifies owner
of the findings and identification
requi renments.

Install ed Property

Arranges for NEMS tagged, controlled
property to be installed in the
facility as real property. Notifies
PSA.

Verifies and docunents installation
and submts NASA Form 1602 to Real
Property O ficer for action.

Appr oves/ di sapproves and returns

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE




Marshall Work I nstruction

ADO1

Equi prrent Contr ol

MAI 4200. 1 Revision: A

Dat e:

April 18, 2001 Page 17 of 27

Oficer

| SC

Real Property
Oficer

| SC

User

| SC

User

| SC

6.

. 10.

. 10.

. 10.

.11

.11,

.11,

.11,

.12

.12,

12.

docunent to | SC

Det ags and updat es NEMS data base for
approved reclassification. |If Real
Property O ficer disapproves, |SC
advi ses user and PMG of deci sion.

Notifies | SC of equipnent being
separated fromreal property.

Revi ews circunstances and processes
ei ther NASA Form 1617 or NASA Form
1618.

Leased/ Loaned- 1 n Equi pnent

Leased Equi pnent. Initiates the
proper paperwork in accordance with
Procurenent O fice requirenments and
submits to the Procurenent Ofice.

Loaned-In Equi pnrent. Initiates MSFC
Form 55 with supporting docunentation
from | oaner and submts to I SC
Fulfills any required custoner-
suppl i ed products activities as set
forth in MPG 4000.1, “Control of

Cust oner - Suppl i ed Product”.

Processes docunentation into NEMS and
applies |loaned/| eased tag. Delivers
equi pnent and nonitors suspense
records.

Loaned- Qut Equi prment

Notifies PSA and PMG of equipnent to
be | oaned-out to include tineline,

| ocati on, organization requesting

| oan, and point of contact. Submts
formal | oan-out request to | oan
coor di nat or

Assists PMG in preparing two copies
of | oan agreenent and submts to
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appropriate officials for
concurrence. Loanee approves and
returns agreenments to PMG for final
SEMO appr oval .

PMG 6.12.3 SEMO ensures the correct |evel of
aut hori zation provided as stated
bel ow i n accordance with NPD 4200. 1
and NPG 4200. 2:

6.12.3.1 NASA equi pnrent may be made avail abl e
to profit-making organizations only
for purposes authorized by the Space
Act and specified in the | oan
agreenent. Loans of equi prment under
this requirenment nust be authorized
and approved by the Center Director
or designee and shall conply with
paragraphs 3.4.5.1 and 3.4.5.2 of NPG
4200. 1.

6.12.3.2 If the loan is to be effected with
any foreign Governnent or
organi zation, the Ofice of External
Rel ati ons at NASA Headquarters wl |
approve in accordance with NPG
4200. 1, paragraph 3.4.4.6.

6.12.3.3 Al other conditions shall be
approved by the SEMO only.

6.12.3. 4 PMG f orwards one copy of executed
agreenent to | oanee and second copy
to ISC for final action

| SC 6.12. 4 Arranges for shipping of equipnent,
updat es NEMS data base, and
est abl i shes suspense record for
extension or return of the equi pnent.
Moni tors suspense records regularly
vi a NEMS-generated reports.

6. 13 Per sonal | y/ Cor por at e- Omed Equi prent

Property 6.13.1 Bri ngs non- Gover nnent property
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Omer

User

Depart ment /
Ofice
Manager

| SC

6.13.2

6. 14

6.14.1

6.14.1.1

6.14.2

6.14.2.1

6.14.2.2

t hrough Receiving, Building 4471, for
processing or notifies PSA for
assi st ance.

Recei ving or PSA applies a MSFC Label
40 to properly identify it as
personal or corporate-owned property.

Property Myvenent

Identifies the property being noved
and the duration of the novenent.
Inforns the PSA if the novenent wl|
exceed 30 days.

Compl etes the appropriate novenent
request docunentation (section
6.14.2, 6.14.3, or 6.14.4):

6.14.2 Enpl oyee Loan Agreenent,
MSFC Form 4241

6.14.3 Property Pass,
NASA Form 892

6.14.4 Mobile Equi pnent Property
Pass, MSFC Form 4373

“Enpl oyee Loan Agreenent,” MSFC Form
4241 — for loans nore than 30 days.
MSFC Form 4241-1 will be used to |ist
additional loan itens. Conpletes the
MSFC Form 4241 and forwards to the
departnent/of fi ce manager for
approval .

Do NOT use Form 4241 for requesting a
“mobi | e equi pnent property pass”
(MSFC Form 4373) .

Signs and returns formto | SC ( NEMS
Control).

bt ains concurrence fromthe OClI O for
Gover nnent - omned ADP equi prent (non-
nmobile only). Forwards to PMG

( SEMO) .
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PMG 6.14.2.3 SEMO appr oves/ di sapproves conpl et ed

formand returns to | SC

| SC 6.14.2. 4 Acconpl i shes NEMS data base update
and distributes copies of approved
docunentation to the Protective
Servi ces Departnent, user supervisor,
departnent/of fi ce manager, and user

6.14.2.5 Est abl i shes suspense file; uses a
suspense report to nonitor and foll ow
up on expiring | oans.

6.14.2.6 Ext ends or closes loan in NEMS data
base.

User 6.14.3 “Property Pass,” NASA Form 892 — for
| oan out normally not to exceed 30
days. Conpletes the NASA Form 892
and forwards to the OPM

OPM 6.14.3.1 Signs in the division chief block and
either signs in the custodian bl ock
or forwards the NASA Form 892 to the
PSA.

PSA 6.14.3.2 | f forwarded fromthe OPM signs the
NASA Form 892 in the custodi an bl ock.

OPM or PSA 6.14.3.3 The individual who signed the NASA
Form 892 in the custodian bl ock
provides original to the Protective
Services Departnent, a copy to the
user, a copy to the OPM and a copy
to the PSA.

6.14.3. 4 Est abl i shes suspense file; uses a
suspense report to nonitor and foll ow
up on expiring | oans.

6.14.3.5 Ext ends or cl oses | oan.

User 6.14.4 “Mobi | e Equi prrent Property Pass,” NMSFC
Form 4373 - for nobile equi pnent which
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User 6.14. 4.1

OPM PSA 6.14.4.2

6.14.4.3

6. 15

is intended to be used both on and off
Center during the period of assignnment
to a user. Equi pnent includes cel
phones, governnent pagers, palm
pilots, laptop conputers, etc.

Do NOT use this pass for non-nobile
itens, i.e., desktop conputers, etc.

Conpl etes an email request that

i ncludes the follow ng information and
forwards it to the appropriate OPM or
PSA:

First Name, Mddle Initial, Last Nanme
Bui | di ng and Room Nunber
Or gani zati on Code
Phone Nunber
|tem Description (for each iten)
|t em nane
| t em manuf act ur er
ECN Seri al nunber/Mdel nunber or
if a pager, the pager phone
nunber
OPM Nane

Personal Itens (for back of pass):
These woul d be any personally
owned itens that m ght be confused
wi th Governnent-owned itens in a
cursory security check. Item
descriptions should be as conpl ete
as above. Inclusion of these
itens are optional at the
di scretion of the user.

Prepares nobil e equi pnment property
pass and signs as “Authorizing Agent.”

Forwards the signed MSFC Form 4373,
“Mobi | e Equi prent Property Pass,” to
t he user.

Repl acenent of NEMS Tags on Equi pnent
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User 6.15.1 Upon di scovery that equi pnent neets

controlled criteria but has no tag,
contacts PSA.

| SC 6.15.2 Verifies and validates serial and
nodel nunbers in NEMS. |If located in
NEMVS, retags equi pnent.
Note: Previously used tags are not
rei nstated, new equi pnment tags are
assigned. If not found in NEMS,
procedure for “Found on Station” is
foll owed (see 6.9).

6. 16 Survey Reports

User 6.16.1 Reports the discovery of m ssing
property to Protective Services
Departnment within 3 days of the
di scovery, or notification of
di scovery, or immediately if property
nmeets Capital Equi pnent val ue
t hreshol d ($100, 000) .

6.16.1.1 Contacts Protective Services
Departnent inmediately if theft is
suspected or if m ssing equi pnment
meets Capital Equi pnent threshold

(%100, 000) .

6.16.1.2 Initiates Survey Report, NASA Form
598, Part 1, and submts to departnent
manager .

* Reasons for initiating Survey Report
i ncl ude:
* inventory shortages
* i ndividual discovery
* property support assistant
di scovery
* protective services discovery
» di scovery of |oss
» damage to equi pnent
* equi prent destroyed
* pelieved stolen
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Depart ment / 6. 16. 2
Ofice

Manager

( Not

del egat abl e)

| SC 6.16.3

| SC 6.16.5

PMG 6.16.6

Depart nment / 6.16.7
Ofice

Manager ( not

del egat abl e)

Provi des recommendation for corrective
action to prevent recurrence and signs
the survey report within 30 days of

di scovery or notification of m ssing
equi pnent. (Conpletes Part |1 of NASA
Form 598 and submts to ISC.)

Assi gns DCN and validates that all
requi red signatures and supporting
docunentation are included. Ensures
that an RO is included with
supporting docunentation if required
by the Protective Services Departnent.
Assigns a survey report nunber and
processes it into the NEMS data base
with a delete transaction, which
removes the surveyed itemfromthe
NEMVS data base. Conpletes Sections |
and Il of *“Survey Board Consi derations
for Determ ning Governnment Property
Accountability” guidelines (see
Attachment A), and includes it as a
part of the Report of Survey. Submts
original Report of Survey through SEMO
to the Survey Board or Survey Oficer,
one copy to the Protective Services
Department, and one copy to the IG

Prepares letter to departnent manager
reporting survey report results,
recommendati ons, actions to be taken,
and tinme allotted to inplenent.
Forwards letter to SEMO for

si gnat ur e.

SEMO signs and forwards letter to
departnent/of fi ce manager

Perfornms actions as necessary, taking
into account the recomendati ons
provi ded on the survey report, and
provi des disposition results to the
SEMO,

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THIS | S THE CORRECT VERSI ON BEFORE USE



Marshall Work I nstruction

ADO1
Equi prrent Contr ol MA 4200. 1 Revision: A
Date: April 18, 2001 Page 24 of 27
PMG 6.16.8 The SEMO ensures di sposition as shown
in Part VI of the survey report.
6. 17 Equi prent | nventory
6.17.1 Prepares for opening of physica
i nventory.
| nvent ory 6.17.1.1 Devel ops the inventory schedul e.
Cont r act or
6.17.1.2 Ensures that a Centerw de
notification is sent announcing the
begi nni ng of the inventory.
NOTE: Notifications can be published
el ectronically.
6.17.1.3 Publ i shes the date that scanning wl|
begi n.
6.17.2 Processes the inventory.

| nvent ory 6.17.2.1 Scans equi pnent in accordance with

Cont ract or t he inventory schedul e.

User 6.17.2.2 Ensures that the inventory contractor
has access to all equipnment in user’s
area, including roons and cabi nets
that are normally | ocked.

PSA 6.17.2.3 As required, assists users and
inventory contractor in |ocating
equi pnent bei ng i nventori ed.

OPM 6.17.2. 4 Acts as single point of contact for
t he organi zation responsi ble for the
equi pnent bei ng i nventori ed.
Coordinates with the appropriate PSA
to ensure access to the equi pnent by
the inventory contractor and hel ps
resol ve coordi nation issues during
the inventory.

| nvent ory 6.17.2.5 Processes the scans.

Contr act or
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| nvent ory 6.17.2.6 Resol ves di screpanci es (overages and
Contract or/ underages) with the user and updates
PME User NEVS data base as appropri ate.
| nvent ory 6.17.2.7 Cl oses the inventory when all
Contract or/ di screpanci es have been resol ved.
PMG
7. NOTES
None

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

9. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
None

10. RECORDS

Al records associated with this docunent will be maintai ned | AW
NPG 1441.1, Schedul e 4.

11. FLOW DI AGRAM
None
12. CANCELLATI ON

MAI 4200.1 dated Septenber 8, 2000

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Di rector
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Attachment A

Survey Board Considerations for
Determining Government Property Accountability

Date of Discovery
Report of Incident No
Survey Report No
Date of Survey Report
Discovered during Inventory  Yes ~ No

SECTION I — Property Support Assistants (PSA) Investigation (Completed by PSA):

Did the user receive the property accountahility training? Yes  No
Isasignature from the user on record for the equipment? Yes_ No __
Has the user had any previous equipment |0sses? Yes  No

If yes, list lost equipment and date(s).

For how many pieces of equipment isthe user accountable?

For userswith alarge amount of equipment, did they have an accountability process in place?
Yes_ No ___ Describe process:

Did user notify Security in atimely manner (immediately if theft is suspected)? Yes No

SECTION II — PSA Package Review (Completed by PSA):

Report of Incident Yes  No
Survey Report

| —Basic Data Yes No

Il — Review Data Yes  No

Il — Equipment Management Yes  No

PSA Quality Assurance;

Name/Date

SECTION III — Survey Package Review (Completed by the Survey Board Reviewer):
Briefing Notes:
Verbal warning Yes_ No_
Letter of instruction Yes_ No_
Written reprimand Yes_ No_
Hold employee financially accountable Yes_ No__
Relieve employee of responsibility and accountability when warranted Yes_ No__

Board Menber:

Name/Date
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APPENDI X A

MSFC SENSI TI VE | TEMS LI ST

Itens that are sensitive regardless of acquisition val ue:

Weapons, all forms -— air, spring, powder, or other propul sion
system

Itens that are sensitive with an acquisition value of $500 or
above:

1. Automated Data Processing Equi pnent (ADPE), which includes
the foll ow ng:

a. drives, disk

b. nonitors

C. printers

d. termnals

e. conputers, all mcro, including | aptops and ot her
portabl es, except mainfrane and m ni systens

Caner as, al

Envi ronnent al | y hazardous devi ces

Pl ayers, videocassette

Radi os, receivers, and transceivers

Recorders, video

Tel evi si ons

N kwb

O her sensitive itens:

O her itens that have a high loss rate as reflected by a
Center’s reports of survey or itens so determ ned by the Center
SEMO.
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